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DEPARTMENT OF FINANCE AND ADMINISTRATION 
Office of State Procurement
Cooperative Procurement Management:Substantial Compliance Checklist         
Procurement unit requesting permission to use Cooperative Contract
STEP 1 - General Information
Is the service or commodity exempt?
*If the service or commodity is exempt, you do not need to complete STEP 2.
STEP 2 - General Submission Requirements
If the service or commodity is exempt above, you do not need to complete STEP 2.
1. Was the solicitation advertised to the public for no fewer than 5 days and no more than 30 days preceding the date of bid opening?
2. Was a bid opening performed at a designated time and place?
3. Was there a witness to the bid opening?
4. If the solicitation was in the form of a Request for Proposals (RFP), skip to step 9 below. If the solicitation was in the form of an Invitation for Bids (IFB), continue with step 5.
5. If solicitation was done by Invitation for Bid (IFB), were the names of bidders and amount of their bids read aloud and recorded?
6. If solicitation was done by Invitation for Bid (IFB), was the process of tabulating all bids performed? 
7. If solicitation was done by Invitation for Bid (IFB), was the award made to the responsive and responsible bidder who has submitted the lowest bid that met the requirements and criteria set forth in the bid?
8. Skip to step 10 below.
9. If solicitation was done by Request for Proposal (RFP), were all proposals evaluated and objectively measured based on established Evaluation and Selection Criteria set forth in the solicitation?
10. Was notification of anticipation to award made?
11. Was there a protest period?
If so, were protests received and decided conclusively?
12. Were all bidders notified of the award decision?	
13. If solicitation was sealed, were all bids/proposals submitted kept secure and unopened until the date and time of bid/proposal opening?
14. Did negotiations take place?
16. Was there any suspicion of price collusion during the solicitation process?
STEP 3 - Cooperative Contract Language
STEP 4 - To Be Completed by OSP Director
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